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Multi-Part Motions

For Attorneys

This procedure explains how to docket a two-part motion. The example illustrated is a
Motion for Relief from Stay and Adequate Protection.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the other
for PACER access to queries and reports.

This module will assume that the internet user has accessed the court’s
web site with their court assigned CM/ECF login and password.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
(See Figure 1.)

EECF Bankruptcy  «  Adversary + Query o Reports + Utilities + Logout
Figure 1

STEP 2 The BANKRUPTCY EVENTS screen will display similar to the

one shown in Figure 2. Your menu selections may vary from this
screen.

= 2
UEC F Bankruptcy ¢ Adversary + Query + Reports « Utilities « Logout ?
[Bankruptcy Events

AnswerFesponse
Appeal

Claim Actions
Idotions/Apphcations
Notices

Open BE Case

Open Involuntary Case
Other

Flan

File Claims

Creditor Mamtenance..
Judge/Trustee Assipnment

Figure 2

L 4 Click the Motions/Applications hyperlink.
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STEP 3 The CASE NUMBER screen displays. (See Figure 3.)
—
Bankruptcy +  Adversary o Query + Reports .« Utilities + Logout o_
Case Number
lm 0012345, 1:.99-bk-12345 or 1-99-bk-12345
Nexll Clear
Figure 3
L 4 Enter the case number, including the hyphen.

®  Click [Next].

NOTE: You may use the browser [Back] button at any time during this process to
verify former screens until the final submission.

STEP 4 The MOTION EVENTS screen displays next.
(See Figure 4.)

File a Motion

02-1006% Frank G. Hammock and Carol & Hammock

Allow Claims

Allow Payment Arrearages
Armend
Amended Application |

Mext Clear |

Figure 4

L 4 Click to highlight Adequate Protection. Keeping the [Ctrl] key
depressed, scroll and highlight Relief From Stay. Release the
[Ctrl] key. There are now two reliefs identified and selected for
this motion.

L 4 Click [Next].
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STEP 5

STEP 6

*

The JOINT FILING screen displays. (See Figure 5.)

02-1006% Frank 3. Hammock and Carol & Hammock

I™ Tomt filing with other attorney(s):

Figure 5

This screen is only used if another attorney is joining in a filing, do
not check this box.

If this were a joint filing with another attorney(s) you would check
the box and after selecting [Next] you would be presented with a
pick list of attorneys on the case to select as joint filers.

Click [Next].

The SELECT PARTY screen displays. (See Figure 6.)

File a Motion:

02-1006% Frank G Hammock and Carel 4. Hammock

Select the Party:

Caral A Hammock [Joint Debtar] =] Add/Create Mew P!
Frank G. Hammock [Debtor]
William . Thompson [Trustee]

Mext Clear

Figure 6

Since the party, Friendly Finance, is currently not a party in this
case, they are not listed and must be added. Click the Add/Create

New Party hyperlink.
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STEP 7 The PARTY SEARCH screen appears. (See Figure 7.)
Search for a party
SSN | Tax1d |
Last/Business name |Friendly
Search M
Figure 7
L 4 Enter the first part of the business name and click [Search].
STEP 8 If there are no matches, the system will return a No Person

Found message. Make sure your search criteria is accurate. If the
party is not found on your first try, use different criteria and/or
wildcards. (See Figure 8a.)

Search for a party
SS | Tax1d |

Last/Business name
Search | Clear

Party search results

Mo person found.

Create new pary

Figure 8a

L 4 Since the party is not already on the database, proceed to add the
creditor, Friendly Finance. Click [Create New Party].

NOTE: Your name search may find more than one record having the same name
as shown in Figure 8b. Clicking on each of the names will display a
window showing the party’s address information for verification.

If none of the addresses are correct for this party, you can either 1.)
modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party] button to
add a new person record with this address.
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3 Training Database - Netscap _|5|5|I

Edit wiew Go Communicator  Help

I S S = B @B @B

g Back Forward — Feload Home Search  Metscape Print Securi ity Shop Stop

| w7 Bockmarks i Location: [tips:/7alrain. acl uscourts. gov/cgibin login pl7 4530905661 57441 L_255_0-1 = | @7 what's Related
trainer atrain-FPACER atrain astudent] bkvz CMAECF IMTERMAL & CMECF RESOURCE

= =
UE F Bankruptcy +  Adversary + Query + Reports « Utilities + Logout '?
Search for a party

SSIN TavTa [

¥ Person Address - Netscape =10l x|

Last/Business name
Search Clear

Party search results
American Expr
American Exprn

American Express
3091 Sizemore Rd.
San Antonio, TX 78555

=

Select name from list | GCreate new party |

Figure 8b
STEP 9 The PARTY INFORMATION screen displays. (See Figure 9.)

L 4 Enter creditor Name information in the appropriate boxes,
according to court policy.

L 4 Leave pro se as no.

ZEC 3.
UE F Bankruptcy «  Adversary + Query -+ Reports -« Utilities - Logout ?

Party Information
Lastname [Friendly Finance First name |
Middle name I— Generation | Title |
SSN | 222-11-1234 Tax ID
Office | Address 1 |
Address 2 | Address 3 |
City I— State l_ Zip l—
County IWI Country l—
Pl’IEII’IE I— Fax l—
E-mail |
ProSe |no = Role ICrEd\IDr(cr cr) LI
Party text |
Subrmit I Cancel | Clearl
Figure 9

L 4 Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Creditor.

L 2 Enter further descriptive text for the creditor in the Party Text field,
if appropriate. (A Connecticut Corporation, Guardian of the State,
etc.)

L 4 It is not necessary to add yourself as counsel for the party. Your
login will furnish your attorney information to the system.

¢  Click [Submit].
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STEP 10 The SELECT PARTY screen appears again. (See Figure 10.)

File a Motion:

02-1006% Frank G. Hammeck and Carel & Hammeclk

Select the Party:

f-| AddiCreate Mew Party
Caral A Hammack [Joint Debtar]
Frank 5. Harmmaock [Debtor]
Williar WY, Thompson [Trustes]

|
Figure 10
L 4 The new creditor’'s name, Friendly Finance, is highlighted.

L 4 Click [Next] to continue.

STEP 11 The ATTORNEY/PARTY ASSOCIATIONS screen appears.
(See Figure 11.)

Bankruptcy + Adversary + Query ¢ Reports «+ Utiities + Logout

02-1006% Frank G Hammock and Carol & Hammock

The following attorney/party associations do not exist for this case.
Please check which associations should be created for this case

¥ Friendly Finance, (crer) represented by Walker, Heather (aty}

Figure 11

L 4 Click the box to establish the association between you and
Friendly Finance in this case.

&  Click [Next].
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STEP 12 The PDF DOCUMENT SELECTION screen displays.
(See Figure 12a.)

File a Motion:

02-1006% Frank G. Hammock and Clarel A Hammock

Select the pdf document (for example: CA19%cv501-21.pdf)

Filename

I Browse...

[Attachments to Document: & Mo ¢ Tes

Mext Clear I

Figure 12a

L 4
Click [Browse], then navigate to the directory where the appropriate PDF
file is located.

. In the File Upload window, change Files of type: to All
Files (*.*)

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 12b.)

i
Look in: [ = FDF Files x| & =k ER-
ﬁExhibit A - ol Petition. pdf EMotion to Dismiss 00_10029. pdF thjection
T Exchibit. pdF T Mation to Dismiss 00_10054.pdf T Objeckion
| He aringite. POF T motion.POF Tlorder - Dn
'@Inventory of Property., pdf '@Motion&pdf '@Order -Fi
@Involuntary Petition. pdf ﬂMotionS.de @Order -Gl
" jointmation, PDF T mation4.pdf T order Dis!
IEList of All Creditors, pdf IEI\’IDtiDnS.de '@Order Mul
'@Martin.pdf IENotice of Appearance, pdf '@Order.pdf
Select IENotice.m:lF IEPlan.pn:IF
EMotior —_— ENDticeVolConvto?.de ﬁproof aof ¢
T Motior m TuTCABN. POF Tlrroposed
LI Print _>|
Scan For Viruses. ..
File name:  Open With » pdf j Open I
Files of twp QU!Ck '\-'n.aw Pl LI Cancel |
Quick, Prink -

Figure 12b

L 4 This will launch the Adobe Acrobat Reader to display the contents
of the imaged document. Verify that the document is correct.
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L 4 Close or minimize the Adobe application and if that is the correct
file, click Open on the File Upload dialogue box. (See Figure 12c.)

21
Look ir: | (=3 PDF Files x| + ¥ E-
ﬁExhibit A - wol Petition, pdf EMotion to Dismiss 00_10029, pdf Eobjection
M| Eschibit. pdf TE|Mation ta Dismiss 00_10054.pdf T Objection
Hearinghite, PDF T Mation. PDF T order - Dn
Irventory of Property.pdf IEI'\'h:utioan:lf IEOrt:Ier -Fi
'@Involuntary Petition, pdf IEI'\'h:utionS.m:lf IEOrt:Ier -Gl
Ml joinkmation, POF T Mations. pdF ] order Dist
'@List of &l Creditors,pdf IEI'\'h:utionS.m:lf IEOrt:Ier Mul
'@Martin.pdf IBNotice of &ppearance. pdf IEOrt:Ier.pn:lf
Motion Multi Part.pdf T rotice . pdF T Plan. pdf
'@Motion to Avoid Lien,pdf IBNotiu:e‘u-'n:\ICc\n\.-'toi".|:n:IF IEpmof of €
]Mation to Dismiss 00_10006.pdf  TR]MTCABN.POF TlPropased
KX [— 1051
File name: IMotion kA ulti Part. pdf LI Open
Files of type: |1 Files [+.7) =1 ﬂl
g |

Figure 12¢c

L 4 The path and name of the selected PDF file is placed in the
Filename Box. The file will be associated with the current event
and a hyperlink will be created to it. If there are no Attachments
to this document click [Next]. (See Figure 12d.)

=
| EE F Bankruptcy +  Adversary « Query + Reports « Utilities + Logout o_

File a Motion:
02-10069 Frank G. Hammock and Carel & Haromock

Select the pdf document {for example: CA199cw501-21 pdf).

Filename

IO:\ECF_StudentS\ PDF FilesiMotion Mu Browse...

Attachments to Document: & Mo  Tes

et | Clear

Figure 12d

L 4 There may however be a requirement to attach supporting
documentation to the main PDF document. To illustrate the
feature of CM/ECF that allows attachments to the main
document, click the Yes radio button to the right of the
Attachments to Document prompt. (See Figure 12d.)
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CM/ECF Attorney
NOTE: Please note that the PDF file for the motion is not an attachment. It is
considered the main or associated document. An attachment is another
supporting document, such as affidavits or exhibits. An attached
document will be referenced in the docket text separately, and the
attached image will be accessible by a separate hyperlink within the
docket text.
L 2 Click [Next].
STEP 13 When you click the yes radio button and click [Next], the
ATTACHMENT screen displays. (See Figure 13a.)
Bankruptcy - Adversary + Query + Reports -+ Utilities + Logout
02-10069 Frank & Hammock and Carol A4 Hammocl
Select one or more attachments.
1) Enter the pdf document that contains attachment (For example: Clappendixz pdf)
Filename
IO:\ECFiStudEntS\FDF Files\Affidavit Browse...
23 Select a document type andfor enter a description
Type Description
|Afﬂdavn = IhE creditor, Friendly Finance.
23 &dd the flename to the list box below. If vou have more attachments, go back to Step 1. When the list of filenames iz
complete, click on the Hext button
— Add to List |
LI Remaove from List
Figure 13a
L 4 There are three steps to the attachment process:

1. Click [Browse], then navigate to the drive and directory
where the appropriate PDF attachment file is located and
select it with your mouse.

. To make certain you are about to attach the correct
PDF file for this entry, right click on the filename
with your mouse and select Open. This will launch
the Adobe Acrobat Reader to display the contents
of the imaged document.

. Verify that the document is correct and minimize or

close the Adobe application by clicking on “-“ or “x
in the control box in the upper right hand corner.

2. Select the appropriate attachment type from the drop down
list.
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. You may enter a description in the Description
Box. This is court-specific styling. For instance if
you were using an attached exhibit, you would
enter “A” to signify this is Exhibit A. This description
goes into docket text.

NOTE: You must enter a Type or a Description, or both. Follow your local court
procedures for use of the Type and/or Description Box.

3. You must click [Add to List]. The path and file name are
added to the List box. It is possible to add multiple
attachments at this time by repeating steps 1-3.

L 4 Click [Add to List]. (See Figure 13b.)

= C =~
UE F Bankruptcy +  Adversary + Query + Reports + Utilities + Logout o

Select one or more attachments.

1) Enter the pdf deocument that contains attachment {for example: Chappendiz pdf)

Filename

| Browse...

23 Zelect a document type and/or enter a description.

Type Description
3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames 15
complete, chck on the Next button.

OAECF_Students\PDF FileswAffidavit pef =] Add 1o List |
Remave fram List
|

MNext I

Figure 13b

®  Click [Next].

STEP 14 Since a part of this multi-part motion is Relief from Stay, the FEE
screen appears.

L 4 This screen will display the filing fee owed. After completing the
case opening process you will be able to make an electronic
payment for this and any other pending transactions. Click [Next]
to continue
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Step 15

*

STEP 16

File a Motion:

02-1006% Frank G. Harmmock and Carol &4 Hammock

The MODIFY DOCKET TEXT screen appears. (See Figure 14.)

File a Motion:

02-1006% Frank G. Hammeock and Carel A Hammock

Docket Text: Modify as Appropriate.
‘I Motion for Adequate Protection | A
'I Motion for Relief from Stay |

. Receipt
Number CC, Fee Amount $75, Filed by Creditor Friendly Finance (Attachments: # (1)
Affidavit of the creditor, Friendly Finance.) (Walker, Heather)

Next Clear

Figure 14

If appropriate, choose a prefix from the Prefix Text pick list

In either or both of the text boxes, add additional text for the
motions you are filing according to your court procedures.

Click [Next] to continue.

The FINAL DOCKET TEXT screen displays. (See Figure 15.)

Docket Text: Final Text

Motion for Adequate Protection, Motion for Relief from Stay. Receipt Number CC, Fee
Amount $75, Filed by Creditor Friendly Finance (Attachments: # (1) Affidavit of the
creditor, Friendly Finance.) (Walker, Heather)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Mext Clear

Figure 15

Carefully verify the final docket text. This is your last chance to

change this entry before addition to the case. If correct, click
[Next].

If the final docket text is incorrect:

Click the browser [Back] button to find the screen to be
modified.

To abort or restart the transaction, click the Bankruptcy
hyperlink on the Menu Bar.

USBC - Southern District of Ohio
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STEP 17

The NOTICE OF ELECTRONIC FILING SCREEN displays.
(See Figure 16.)

EECF Bankruptcy « Adversary + Query « Reports -« Utilities + Logout

File a Motion:
02-1006% Frank G. Hammock and Carol A Hammock

U.S. Bankruptcy Court
Systems Deployment and Support Division
Motice of Electronic Filing

The following transaction was received from Walker, Heather I entered on 8/23/2002 at 4:01 P CDT and filed on &23/2002
Case Name: Frank G Hammock and Carol & Hammock

Case Number: 1.02-blk-10063

Document Number: &

Docket Text:
lotion for Adecquate Frotection, Motion for Eelief from Stay. Eeceipt Humber CC, Fee Amount §75, Filed by Creditor Friendly
Fmance {Attachments: # (1) Afidavit of the creditor, Friendly Finance ) (Walker, Heather)

The following document(s) are assoctated with this transaction

Document description:}ain Document

Original filename: 0)ECT_StudentsPDF Files\lotion hulti Part pdf’

[Electronic document Stamp:

[STAMP bhecfStamp TD=081735245 [Date=8/23/2002] [FileMumber=72758-0] [c
a5 16c6ieddes1ed07 220 160 1B 23 Tasb 6435 35 Beal 1P R0 1072226007 4838 3
1ed30bb439844573091308446£051 2750 1220 102276 5046059 daad 0]]
[Document description: Affidawit of the creditor, Friendly Finance

Original filename: O/ECF_3Students\PDF Files\Affidavit pdf

[Electronic document Stamp:

[STAMP bhecfStamp ID=081735245 [Date=8/23/2002] [FileMumber=72758-1] [a
Ste7eal1 4% 2bd0baalbcd dE27e 02452506 3b 506985883 Vor 7002404 1 25cBee Tacd
f1ce5d523de3cad0a0c2e27dde8 544 107ed2922 3e 86005 1fEb0b])

1:02-hk-10069 Notice will be electronically mailed to:
[William W, Thompsen  wwthompson@trustee net,
George T. Walker  John P._Walker@aotz uscourts. gov

Heather I Waller  walkerh@atty.net

SIFCERRET.YP2 S PCINC IR WA RIS RO T Y

Figure 16

Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the PACER login screen.

Clicking on the document number hyperlink will present the
PACER login screen.

To print a copy of this receipt click the browser [Print] icon.

USBC - Southern District of Ohio
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To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.

The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public users
will be charged a PACER access fee.

Notice of Electronic Filing:

Hyperlink to docket sheet

Date and time stamp information

Case Title

Case number hyperlink to docket sheet?

Docket text

. Annotated text in italics
. Text produced from docket event
. Attachment type, description and attachment number

which is a hyperlink to the PDF file of the attached
document if there is one.

Associated (PDF) documents:

Document description:

Original filename:

Electronic document stamp:

Document description:

Original filename:

Electronic document stamp:

Defaults to Main Document being
docketed.

Filer’s full directory path from firm or
court’s hard drive or network.

Unique identifying name of the
document being filed for security
purposes. Key file of the court used
for encryption.

First attached document’s
description that was entered on the
attachment screen by the filer.

Filer’s full directory path from the
firm or court’s hard drive or network.

Unique identifying name of the
attachment for security purposes.
Key file of the court used for
encryption

USBC - Southern District of Ohio
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Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,
not their street address.

Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address with the court.
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